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PHILOSOPHY  OF  BUSINESS  EDUCATION  PROGRAM 


Business  Education  is  an  interdisciplinary  study  of  the  principles, 
procedures  and  technologies  within  the  business  environment  and  thus  plays 
a  significant  role  In  meeting  the  Goals  of  Schooling  and  Goals  of  Education 
in  Alberta  Schools.  Within  the  program  the  student  has  an  opportunity  to 
learn  more  about  his  role  as  a  future  participant  within  a  productive 
society  and  to  build  a  framework  for  a  successful  career.  The  knowledge, 
skills,  attitudes  and  habits  expected  in  business  are  established  in  the 
classroom  and  assist  students,  upon  graduation,  to  respond  to  the 
opportunities  and  expectations  of  the  world  of  work. 

The  development  of  the  individual's  potential  in  the  areas  of 
psychomotor,  affective  and  cognitive  domains  is  central  to  learning  and 
instruction.   Individuals  discover  themselves  and  realize  their  potential 
by  interacting  with  ideas,  technology  and  people.   The  world  of  business  is 
an  appropriate  focus  for  this  interaction. 

Presented  from  the  dual  viewpoint  of  the  individual  as  a  consumer 
within  the  marketplace  and  a  participant  within  the  production  cycle,  the 
content  within  the  Business  Education  Program  provides  for  development  of: 

1.  Skills  and  knowledge  all  citizens  need  to  successfully 
participate  in  the  business  world, 

2.  Skills  for  immediate  job  entry,  and 

3.  Skills  and  knowledge  supportive  of  a  business-related 
post-secondary  program. 


The  continuum  of  experiences  within  the  business  education  program 
start  with  exploratory  activities  in  junior  high  school  and  expand  In  scope 
and  depth  at  the  high  school  level.   The  program  can  meet  the  three  general 
objectives  while  providing  viable  alternatives  and  challenge  for  students 
of  all  levels  of  ability  and  interests.  The  relevance  of  the  program  is 
further  enhanced  through  the  integration  of  technology  and  related 
practices  throughout  the  program,  helping  prepare  the  student  for  the 
electronic  age. 
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SPECIFIC  OBJECTIVES  OF  THE  ALBERTA  BUSINESS  EDUCATION  PROGRAM 


Senior  High  School 


The  business  education  curriculum  provides  education  ABOUT  business  for  ALL 
students  in  order  that  they  become  informed  citizens,  and  education  FOR 
business  for  SOME  students  in  order  that  they  become  effective  workers. 
More  specifically,  the  purpose  of  the  program  is: 


1.1  To  provide  a  meaningful  study  of  the  business  environment 
including  the  ideas,  people,  and  technology  of  business. 

1.2  To  provide  for  the  development  and  acquisition  of  business 
knowledge  and  skills  which  will  be  most  useful  and  durable 
in  a  rapidly  changing  society. 

1.3  To  provide  an  opportunity  for  students  to  elect  and  pursue 
individual  interests  and  specialization  in  the  study  of  the 
business  environment. 

1.4  To  develop  acceptable  communication  and  interpersonal  skills. 

1.5  To  develop  the  thinking  strategies  and  problem-solving 
abilities  of  students. 

1.6  To  provide  an  opportunity  for  students  to  relate  and  apply 
learnings  in  business  education  to  other  areas  of  study. 

1.7  To  expose  students  to  the  vast  laboratory  of  business  for 
the  purpose  of  acquiring  Information,  gaining  experience  and 
testing  ideas  and  hypotheses. 

1.8  To  provide  for  a  general  understanding  of  business  and  the 
development  of  skills  for  personal-use. 

1.9  To  provide  background  skills  and  knowledge  for  specialization 
in  business  and  or  admission  to  post-secondary  programs. 

1.10  To  prepare  for  job  entry  upon  completion  of  high  school  and 
for  future  advancement  in  business. 
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GUIDELINES  FOR  COURSE  PLANNING 

General  Guidelines 

The  content  for  the  business  education  program  has  been  organized  into 
modules  which  require  25  hours  of  instruction  time.  These  modules  are  to  be 
formatted  into  3  or  5  credit  courses  at  the  grade  10,  11  and/or  12  level. 
Each  school  or  school  jurisdiction  will  determine  the  level  at  which  the 
courses  will  be  offered  and  the  modules  therein. 

Modules  are  designated  as  core  or  elective.  Elective  modules  may  only 
be  selected  if  students  have  completed  the  core  modules  within  the  subject 
strand.   If  two  or  more  levels  are  offered  in  a  subject  strand,  the  course 
which  includes  the  core  modules  becomes  the  prerequisite  to  the  advanced 
level  courses.   Certain  modules  have  additional  prerequisites  and  some  have 
requirements  related  to  equipment  support.  These  constraints  are  indicated 
in  the  Junior-Senior  High  School  Handbook  and/or  the  curriculum  guides. 

The  program  to  be  offered  should  be  established  through  consultation  of 
teaching,  guidance,  and  administrative  personnel.   In  order  to  promote 
consistency  and  establish  appropriate  standards  for  student  evaluation 
jurisdictions  may  wish  to  monitor  the  sequencing  of  modules. 

Subject  Strands 

The  high  school  business  education  program  consists  of  eight  subject 
strands.  The  maximum  credits  available  to  a  student  for  use  on  a  high 
school  diploma  are: 

Subject  Strand      Credits        Subject  Strand      Credits 

Accounting 13  Marketing 10 

Basic  Business  10  Office  Procedures  ....  10 

Computer  Processing  ....  15  Shorthand  10 

Law  10  Typewriting 15 

Schools  may  offer  courses  of  3  or  5  credits  at  the  grade  10,  11,  and/or  12 

level  by  selecting  3  or  5  modules  from  the  subject  area  strand.   Total 
credits  available  to  a  subject  strand  cannot  exceed  the  number  specified. 

A  subject  course  may  be  enhanced  by  selecting  a  module  or  modules  from 
the  "optional"  strand  that  supports  the  intent  of  the  subject  area.  Not 
more  than  one  optional  module  may  be  included  at  each  grade  level  in  a  3- 
credit  course,  and  not  more  than  two  optional  modules  may  be  included  at 
each  grade  level  in  a  5-credit  course.  The  Business  Research  Module  and  the 
Business  Simulation  Module  may,  however,  be  used  once  in  each  subject  strand 
provided  that  the  topic  is  not  duplicated. 

Business  Education  10,  20,  and  30 

In  addition  to  the  courses  designated  under  the  subject  strands,  up  to 
10  credits  may  be  offered  in  each  of  Business  Education  10,  20  and  30  to  a 
maximum  of  30  credits.   Business  Education  10,  20,  or  30  courses  may  be 
created  by  selecting  a  number  of  modules  from  the  "optional"  column  as  well 
as  from  the  subject  strands.   Elective  modules  from  the  subject  strands  may 
only  be  selected  if  students  have  taken  the  core  modules  identified  in  the 
subject  strands. 
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ALBERTA  EDUCATION  PUBLICATIONS 

The  following  service  publications  and  prescriptive  documents  are 
available  from  Alberta  Education  to  administrators  and  business  education 
teachers. 

From  Curriculum  Branch,  Program  Development  Division 

1.  Program  of  Studies 

2.  Junior-Senior  High  School  Handbook 

3.  Accounting  10-20-30  Curriculum  Guide  (Interim) 

4.  Basic  Business  10-20-30  (Interim) 

5.  Computer  Processing  10-20-30  (Interim) 

6.  Law  10-20-30  (Interim) 

7.  Marketing  10-20-30  (Interim) 

8.  Office  Procedures  10-20-30  (Interim) 

9.  Shorthand  10-20-30  (Interim) 

10.  Typewriting  10-20-30  (Interim) 

11.  Optional  (Business  Education  10-20-30)  (Interim) 

12.  Junior  High  School  Typewriting  Curriculum  Guide,  1973 

13.  Draft  Junior  High  School  Option  Curriculum  Guide 

From  School  Book  Branch 

1.  School  Branch  Catalog 

2.  Implementing  Computer  Literacy  Programs  in  Schools  (Section  3) 


For  further  information,  contact  Curriculum  Branch,  (Program  Development 
Division),  Edmonton  or  Calgary  Regional  Offices,  (Program  Delivery  Division) 

-  8  - 


TYPEWRITING  10 
TYPEWRITING  20 
TYPEWRITING  30 


Introduction  to  Typewriting 


Typewriting  offers  an  opportunity  for  the  student  to  develop  the 
keyboarding  and  production  skills  that  are  valuable  for  personal  use  or 
vocational  preparation.   The  introductory  modules  are  carefully  structured 
to  facilitate  development  of  correct  touch  typewriting  techniques.   These 
techniques  are  the  foundation  from  which  students  build  skills  to 
efficiently  produce  a  variety  of  assignments  in  mailable  form.   Students 
expand  their  production  skills  by  becoming  efficient  in  the  use  of  the 
available  equipment  and  building  skill  in  editing  and  composition. 


Objectives: 

The  student  will: 

1.  Assume  good  posture  at  the  work  station  while  demonstrating  an 
ability  to  maintain  correct  finger  control  on  the  keyboard. 

2.  Select  and  use  the  various  work  station  parts  in  an  efficient,  and 
appropriate  manner. 

3.  Compose  and  edit  at  the  work  station,  demonstrating  knowledge 
of  correct  language  and  production  procedures. 

4.  Produce  a  mailable  copy  of  a  variety  of  production  applications 
from  draft,  unarranged,  and  unedited  source  material. 

5.  Demonstrate  efficient  work  habits  and  a  commitment  to  quality 
production. 
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FLOWCHART  OF  MODULES  WITHIN  TYPEWRITING  SUBJECT  STRAND 
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Applications 
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J 

Production  Projects  and  Review 

11. 

Professional  Applications  I 

12. 

Professional  Applications  II 

13. 

Simulation  I 

14. 

Simulation  II 

Notes  on  Course  Implementation 

The  Typewriting  subject  strand  identifies  14  modules,  8  core  and  6  elective. 

The  core  modules  are  prerequisite  to  the  elective  modules.  Modules  11,  12,  13,  14 

are  recommended  at  the  30  level. 

Modules  1,  2,  and  3  are  sequential.  Modules  4  and  5  are  not  sequential,  but  are 
prerequisite  to  Modules  6,  7  and  8.   Modules  6,  7,  and  8  are  not  sequential  but  are 
prerequisite  to  Modules  9-14. 

All  modules  could  be  offered  on  equipment  with  text-editing  capability.   It  is 
recommended  that  students  have  full-time  access  to  text-editing  equipment  for 
modules  10-14. 

Courses  may  be  developed  for  Typewriting  10,  20  and  30  in  module  groups  of  3  or  5. 
A  maximum  of  15  credits  is  available  to  each  student  in  Typewriting  10-20-30. 
Modules  from  the  "Optional"  column  which  are  recommended  for  integration  are: 


Module  No.  12. 
13. 
14. 
15. 
16. 


Dictatyping  1 
Dictatyping   2 
Word  Processing   1 
Word   Processing   2 
Business   Simulation 


Refer   to   individual  modules   for   further   information   regarding  equipment    requirements 
or  prerequisites. 
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MODULE  1:   KEYBOARD ING 


Status:       Core 
Prerequisite:  None 


Purpose:  To  introduce  the  student  to  the  keyboard  and  to  master  the  skill  of  touch  typewriting  on 
alphabetic  keys. 

Notes:    It  is  recommended  that  no  time  is  spent  on  production. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

' 

Basic  Techniques 

Work  Station 

adjust  the  work  station  to  suit  individual 
needs 

learn  and  demonstrate  proper  care  of  work 
station,  equipment,  and  supplies 

Technique  Development 

develop  and  demonstrate  correct: 

-  posture  (hand,  arm,  body) 

-  fingering 

-  stroking  technique 

demonstrate  proper  insertion  and  removal 
of  paper 

Use  of  Equipment 

identify  and  properly  use  the  parts  of  the 
work  station  that  relate  to  paper  handling 
and  margin  setting 

understand  and  use  appropriate  margin 
settings  and  vertical  line  settings 

Skill  Development 

Keyboard  Mastery 

locate  and  properly  use  all  alphabetic 

(alphabet  and 

and  numeric  keys,  space  bar,  and  shift  keys 

numbers) 

develop  touch  typing  skills  and  accuracy 
at  word,  phrase,  sentence,  and  paragraph 
(block)  level  using  alphabetic  keys 

improve  keyboarding  skills  through  short 
timed  drills  (12,  15,  30  seconds)  on 
straight  copy  material  (phrases, 
sentences) 

*Recommended  evaluation  of  keyboarding 
skill  should  not  exceed  one-minute  timings 
on  straight  copy  material. 
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TYPEWRITING:      1:1 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

Production 
Application 

Type  Sizes 

Editing  Skills 

-  Spacing  after 
Punctuation 

recognize  that  there  are  different  sizes 
of  type  (i.e.,  10,  12,  15  pitch)  and 
various  print  styles  (i.e.,  letter  gothic, 
prestige  elite,  script) 

develop  an  ability  to  recognize,  and  mark 
appropriately,  simple  typographical  errors 

understand  and  use  correct  spacing  after 
punctuation  marks 

( 
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MODULE  2:   KEYBOARDING,  CENTERING  AND  TABULATION 

Status:       Core 

Prerequisite:  Keyboarding,  Module  1 

Purpose:   To  expand  a  student's  mastery  of  the  touch  typewriting  skills  through  straight-copy  and  production 
of  centering,  enumeration,  and  outlines. 


Notes: 


It  is  recommended  that  a  maximum  of  40%  of  instructional  time  is  spent  on  production  typing. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

Work  Station 

continue  to  demonstrate  proper  care  of 
work  station  and  adjust  typewriting 
station  to  suit  individual  needs 

Technique 

continue  to  demonstrate  correct  posture, 

_ 

Development 

paper  handling  techniques,  and  proper  key 
entry  techniques 

continue  to  demonstrate  efficient  use 
of  margin  sets 

Use  of  Equipment 

identify  and  properly  use  the  parts  of  the 
work  station  that  relate  to  format  of 
output 

Skill  Development 

Keyboard  Mastery 

locate  and  properly  use  all  symbolic  keys 

(symbols) 

expand  touch  typing  skill  and  accuracy 
at  word,  phrase,  sentence,  and  paragraph 
(indented)  level  for  alphabetic  and 
numeric  keys 

improve  keyboarding  skill  through  short 
timed  drills  (12,  15,  30  second  timings) 
on  straight  copy  material  (phrases, 
sentences,  short  paragraphs) 

*Recommended  evaluation  of  keyboarding 
skill  should  not  exceed  two-minute  timings 
on  straight  copy  material 
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TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

Production 

Application 

Composition 

develop  skill  in  composition  at  the 
typewriter  at  word  and  phrase  level 

Editing  Skills 

—  comma  use 

develop  skill  in  correct  application  of 
rules  for  comma  use 

continue  to  recognize,  mark,  and 
correct  typographical  errors 
errors 

-  word  division 

understand  and  apply  the  rules  of  proper 
word  division 

Horizontal  Centring 

demonstrate  horizontal  centring  skills 
using  simple,  spread,  and  block  centring 
techniques 

Vertical  Centring 

develop  vertical  centring  skills  using 
display  material  of  variable  line  length 
on  full  and  half  sheets  of  paper 

Column  Centring 

demonstrate  centring  skills  of  two  or 
more  columns  of  material  which  includes 
titles,  subtitles  and  column  headings  from 
typewritten,  draft,  and  handwritten  copy 

Outlines  and 

demonstrate  skill  in  producing  simple 

Enumerations 

outlines  and  enumerations  from  typewritten, 
draft,  and  handwritten  copy 

< 
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MODULE  3:   LETTERS  AND  ESSAYS 


Status:       Core 

Prerequisite:  Centring  and  Tabulation,  Module  2 


Purpose:   To  expand  students'  keyboarding  and  production  skill  through  application  on  letters,  envelopes 
and  essays. 


Notes: 


Recommend  a  maximum  of  60  per  cent  time  is  spent  on  production. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

Work  Station 

continue  to  demonstrate  proper  care  of 
work  station  and  efficient  use  of  machine 
service  mechanisms 

Technique 
Development 

continue  to  demonstrate  correct  posture, 
efficient  paper  handling,  and  key  entry 
techniques 

continue  to  demonstrate  correct  and 
efficient  techniques  in  setting  tab  stops, 
line  spacing,  and  appropriate  margins 

Use  of  Equipment 

understand  and  be  able  to  explain  the 
significance  that  dust,  humidity,  and 
static  can  have  on  the  equipment  and 
work  environment 

learn  to  select  and  change  ribbons, 
correction  tapes,  and  type  face  (if 
suitable) 

develop  skill  in  adjusting  paper  for 
correct  alignment  and  typing  on  ruled 
lines 

Skill  Development 

Keyboard  Mastery 

expand  touch  typing  skill  and  accuracy 
with  phrase,  sentence,  and  short 
paragraphs  using  alphabetic,  numeric,  and 
symbolic  keys 

improve  keyboarding  skill  through  short 
timed  drills  (12,  15,  30,  60  second)  for 
speed  and  accuracy  (phrases,  sentences, 
paragraphs,  service  mechanisms) 

♦Recommended  evaluation  of  keyboarding 
skill  should  not  exceed  three-minute 
timings  in  straight  copy  material. 
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TOPIC 

LEARNING  .TASKS 

TEACHING  NOTES 

Error  Correction 

demonstrate  proper  error  correction 
techniques 

develop  skill  in  correcting  material  by 
spreading  and  squeezing  letters  and 
re-insertlng  paper 

Production 
Applications 

Editing  Skills 

-  capitalization 

expand  editing  skills  through  knowledge 
and  application  of  capitalization  rules 

-  spelling 

practise  correct  spelling  through  drills 
on  commonly  misspelled  words 

develop  an  awareness  of  the  importance  of 
mai lability  in  production  work 

Composition 

continue  to  develop  skill  In  composition 
at  the  typewriter  at  sentence  level 

Personal  and 
Persona 1-busine ss 
Letters 

understand  and  demonstrate  one  approved 
style  of  letter  format  for  personal  letters 

be  nware  of  how  to  make  copies  with  carbons 

understand  and  demonstrate  one  approved 
style  of  letter  format  for  personal- 
business  letters  from  typewritten,  draft, 
hand-written  and  unar ranged  copy 

Block  letter  style  recommended 
(modified  block  with  blocked 
paragraphs) 

-  Punctuation  Style 

understand  and  demonstrate  one  approved 
punctuation  style  for  personal  and 
personal-business  letters 

2-point  or  "mixed"  style  recommended 

-  Envelope 

understand  and  demonstrate  correct 
addressing  of  envelopes  (Nos.  8  and  10) 
using  the  Canada  Post  Regulations 

demonstrate  proper  folding  techniques 

for  letters  to  be  inserted  In  Nos.  8  and  10 

envelopes 

Materials  for  distribution  to 
students  available  from  Canada  Post 
Office 

Essay 

understand  and  demonstrate  simple  essay 
format  which  Includes  title  page, 
bibliography,  reference  identification, 
and  page  numbering 

Consider  allowing  students  to 
type  reports  prepared  for  other 
courses 

I 
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MODULE  4:   REPORTS 

Status:       Core 

Prerequisite:  Letters  and  Essays,  Module  3 

Purpose:   To  continue  the  development  of  effective  typewriting  technique  and  expansion  of  knowledge  of 
production  procedures  for  reports. 

Notes:    It  is  recommended  that  a  maximum  of  40%  of  the  instructional  time  is  spent  on  production.   If  the 
module  is  included  in  a  10-level  course,  timings  for  final  evaluation  purposes  should  not  exceed 
three  minutes.   If  included  in  a  20-level  course,  timings  for  final  evaluation  purposes  should  be 
for  five  minutes. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

Work  Station 

continue  to  demonstrate  proper  care  of 
work  station  and  efficient  use  of  machine 
service  mechanisms 

Technique  Development 

continue  to  demonstrate  proper  posture, 
machine,  and  supplies  use 

Skill  Development 

Keyboard  Mastery 

expand  touch  typewriting  skill  and  accuracy 
with  phrase,  sentence,  and  average-length 
paragraphs  using  alphabetic,  numeric  and 
symbolic  keys 

improve  speed  and  accuracy  through  timed 
drills  on  phrases,  sentences,  and 
paragraphs 

Production 

Applications 

Editing  Skills 

continue  to  properly  edit  and  correct 
material 

-  Revision  Marks 

understand  and  be  able  to  properly  use 
accepted  revision  marks 

-  Spelling 

continue  to  practise  correct  spelling 
through  drills  of  commonly  misspelled  words 

-  Use  of  Numbers 

understand  and  apply  rules  for  typing 
numbers 

Composition 

continue  to  develop  skill  in  composition 
at  the  typewriter  at  the  paragraph  level 
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TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

Reports 

understand  and  demonstrate  correct  format 
for  formal  and  Informal  reports  of  varying 
lengths  and  purposes  using  a  variety  of 
straight-copy,  rough  draft,  and  handwritten 
source  documents 

understand  and  demonstrate  correct  format 
for: 

-  title  page 

-  quotations  within  report 

-  main  and  sub-headings 

-  footnoting 

-  pagination 

-  bibliography 
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MODULE  5:   LETTERS  AND  TABLES 

Status:       Core 

Prerequisite:  Letters  and  Essays,  Module  3 

Purpose:   To  continue  to  develop  fluency  in  touch  typewriting,  composition,  and  editing  techniques  and  to 
expand  production  skills  of  letters  and  tables. 

Notes:    It  is  recommended  that  a  maximum  of  60%  of  the  instructional  class  time  is  spent  on  production 

applications.   If  the  module  is  included  in  a  10-level  course,  timings  for  final  evaluation  purposes 
should  not  exceed  three  minutes.   If  included  In  a  20-level  course,  timings  for  final  evaluation 
purposes  should  be  for  five  minutes. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

Work  Station  - 

identify  and  use  parts  of  the  typewriter 
and  service  mechanisms  appropriate  to 
letters,  reports  and  tables 

be  conscious  of  the  variety  of  keyboarding 
and  related  equipment  available  in  the 
marketplace 

Technique  Development 

continue  to  demonstrate  proper  posture  and 
efficient  use  of  equipment  and  supplies 

Skill  Development 

Keyboard  Mastery 

continue  to  expand  keyboard  speed  and 
accuracy  skills 

Production 

Applications 

Editing  Skills 

continue  to  properly  edit  copy  and  use 
proofreading  marks  to  correct  in  an 
efficient  manner 

-  Abbreviations 

understand  correct  use  of  common 
abbreviations 

-  Spelling 

continue  to  improve  spelling  skills 

Composition 

continue  to  develop  skill  in  composition 
through  preparation  of  personal  notes  at 
the  typewriter 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


Business  Letters 


Tabulations 


review  format  of  the  business  letter  and 
expand  knowledge  of  various  acceptable 
styles 

produce  business  letters  and  envelopes  in 
mailable  form  from  a  variety  of  source 
documents 


review  format  of  open  tables  and 
demonstrate  ability  to  center  columnar 
material  with  centered  column  headings 
from  a  variety  of  draft,  unedited,  and 
unarranged  materials 
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MODULE  6:   MANUSCRIPTS 


Status:       Core 
Prerequisite:  Modules  1  to  5 


Purpose:   To  expand  keyboardlng  facility  and  develop  production  skill  In  a  wide  variety  of  manuscript 
applications. 

Notes:    It  Is  recommended  that  a  maximum  of  60%  of  class  Instructional  time  Is  spent  on  production. 


TOPIC 

LEARNING  TASKS 

teaching  notes 

The  student  will: 

Basic  Techniques 

Work  Station 

identify  and  use  parts  of  the  typewriter 
and  service  mechanisms  appropriate  to 
production  of  letters,  manuscripts,  and 
tables 

be  conscious  of  the  variety  of  keyboardlng 
and  related  equipment  available  in  the 
marketplace 

Technique  Development 

continue  to  demonstrate  proper  posture  and 
efficient  use  of  equipment  and  supplies 

Skill  Development 

Keyboard  Mastery 

continue  drill  and  practise  for  development 
of  speed  and  accuracy  with  particular 
emphasis  on  accurate  touch  typewriting 
of  numbers 

Production  Speed 

demonstrate  an  improved  rate  of  production 
of  manuscripts  in  mailable  form 

Production 
Applications 

Editing  Skills 

continue  to  properly  edit  and  correct 
material 

-  Troublesome  Words 

build  skill  in  the  correct  use  of  the  most 
common,  troublesome  words 

-  Spelling 

continue  to  improve  spelling  skills 

Composition 

build  composition  skill  through 
summarization  of  reports,  and  letters 

Title  Page 

prepare  various  styles  of  title  pages 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


< 


Multi-page 
Manuscripts 


Footnotes 


Bibliographies 


prepare  various  multi-page  manuscripts 
from  a  variety  of  source  documents  In 
bound  and  unbound  format 


understand  the  purpose  of  footnoting  and 
and  demonstrate  various  styles  of 
footnote  format 

understand  and  demonstrate  proper  use  of 
various  abbreviations  used  in  footnoting 


demonstrate  skill  In  applying  correct 
bibliography  format  and  understand  the 
purpose  and  procedures  for  preparing 
bibliographies 


i 
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MODULE  7 : 


TABLES,  BUSINESS  FORMS  AND  FINANCIAL  REPORTS 


Status:       Core 
Prerequisite:  Modules  1  to  5 

Purpose:   To  increase  keyboarding  facility  with  special  emphasis  on  numbers  and  to  develop  skill  in 
production  of  business  forms,  tables,  and  financial  reports. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

Work  Station 

identify  and  use  parts  of  the  typewriter 
and  service  mechanisms  appropriate  to 
efficient  production  of  letters,  reports, 
and  tables 

be  conscious  of  the  variety  of  keyboarding 
and  support  equipment  available  in  the 
marketplace 

Technique  Development 

continue  to  demonstrate  proper  posture  and 
machine  use 

Skill  Development 

Keyboard  Mastery 

continue  to  develop  touch  keyboarding 
skills  with  particular  emphasis  on  numbers 
and  symbols;   (recommend  5-minute  timings 
with  1.5  s.i.) 

Production  Speed 

demonstrate  an  improved  rate  of  production 
of  business  forms,  tables,  and  financial 
reports 

Production 
Applications 

Editing  Skills 

continue  to  properly  edit  and  correct 
material 

-  Metric 

Abbreviations 

understand  and  apply  appropriately  the 
correct  metric  abbreviations 

-  Dollar  and  Per 
Cent  Sign 

learn  use  of  the  dollar  sign  and  percent 
sign  and  understand  its  correct  placement 
in  a  table 

-  Spelling 

continue  to  improve  spelling  skills 

Composition 

build  composition  skills  through  prepara- 
tion of  short  memoranda 

Business  Forms 

understand  the  purpose  of  basic  business 
forms  and  demonstrate  efficient  prepara- 
tion of  a  variety  of  business  forms 

invoice,  purchase  orders,  credit 
memorandum,  statement  of  account 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


Tables 


Financial  Reports 


learn  to  plan  the  horizontal  and  vertical 
placement  of  a  table  in  boxed,  ruled, 
and  leadered  form 

demonstrate  a  variety  of  placements  of 
main  headings  and  column  headings 


understand  the  purpose  of  basic  financial 
reports  and  the  importance  for  producing 
an  accurate  attractive  copy 

demonstrate  efficient  production  for  such 
basic  financial  reports  as  bank 
reconciliation,  profit  and  loss,  and 
balance  sheets 
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MODULE  8:   BUSINESS  CORRESPONDENCE 


Status:        Core 
Prerequisite:   Module  1  to  5 


Purpose:   To  increase  keyboarding  facility  and  to  develop  skill  in  the  production  of  a  wide  variety  of 
business  correspondence. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Basic  Techniques 

♦ 

Work  Station 

identify  and  use  parts  of  the  typewriter 
and  service  mechanisms  appropriate  to 
letters,  reports,  and  tables 

be  conscious  of  the  variety  of  keyboarding 
and  related  equipment  available  in  the 
marketplace 

Technique  Development 

continue  to  demonstrate  proper  posture  and 
machine  use 

Skill  Development 

Keyboard  Mastery 

continue  to  develop  touch  keyboarding 
skills  with  particular  emphasis  on  numbers 
and  symbols;   (recommend  5-minute  timings 
with  1.5  s.i.) 

Production  Speed 

demonstrate  an  Improved  rate  of  production 
of  business  correspondence 

Production 

Applications 

Editing  Skills 

continue  to  properly  edit  and  correct 
materials 

-  Possessives  and 

demonstrate  the  proper  use  of  possessives 

Plurals 

and  plurals 

-  Spelling 

continue  to  Improve  spelling  skills 

Composition 

develop  composition  skill  through  the 
production  of  short  personal/businesss 
letters  and  informal  notes 

Letter  Styles 

prepare  mailable  letters  in  n  variety  of 
letter  styles  of  differing  lengths  from 
unedited,  unarranged,  and  handwritten 
materials 
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TOPIC 

LEARNING'  TASKS 

TEACHING  NOTES 

Special  Letter 

understand  and  demonstrate  the  correct  use 

Features 

of: 

-  subject/reference  lines 

-  attention  lines 

-  company  signatures 

-  displayed  material 

-  quoted  material 

-  mailing  notations 

-  postscript 

-  typists  initials 

-  copy  reference 

-  enclosure 

-  dictator's  initials 

demonstrate  proper  procedures  for 
preparing  and  distributing  copies  for 
outgoing  correspondence 

Salutations  and 

become  familiar  with  the  proper  usage  of 

Closings 

status  titles  such  as  Ms.,  Miss,  Mr., 
Mrs.,  Dr.,  and  Prof.  In  typed 
correspondence 

Envelopes  and  Labels 

demonstrate  efficient  procedures  and 
proper  format  for  preparation  of  various 
sizes  of  envelopes  and  labels 

practise  correct  folding  techniques  for 
various  envelope  sizes  and  window  envelopes 

Memorandum 

understand  the  purpose  of  interoffice 
memorandum  and  demonstrate  efficient 
production  on  a  variety  of  interoffice 
memorandum  forms 
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MODULE  9:   SPECIALIZED  PRODUCTION  APPLICATION 


Statue:       Elective 
Prerequisite:  Modules  1  to  8 


Purpose:   To  Increase  keyboarding  facility  and  develop  skill  In  the  production  of  a  wide  variety  of  business, 
technical,  medical,  and  legal  applications. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

Basic  Techniques 

The  student  will: 

Work  Station 

identify  and  use  parts  of  the  typewriter 
and  service  mechanisms  appropriate  to 
letters,  reports,  and  tables 

be  conscious  of  the  variety  of  keyboarding 
and  related  equipment  available  in  the 
marketplace 

Technique  Development 

continue  to  demonstrate  proper  posture  and 
machine  use 

Skill  Development 

Keyboard  Mastery 

continue  to  develop  touch  keyboarding 
skills  with  particular  emphasis  on  numbers 
and  symbols;   (recommend  5-minute  timings 
with  1.5  s.i.  for  evaluation  purposes) 

Production  Speed 

increase  rate  of  production  of  mailable 
material  from  a  variety  of  source  documents 

Production 
Applications 

Terminology 

understand  the  correct  use  of  terms 
appropriate  to  the  preparation  and  use  of 
general,  technical,  medical,  and  legal 
typewriting  applications 

Editing  Skill 

continue  to  properly  edit  and  correct 
material 

-  Semi -colon,  Colon 

review  rules  and  demonstrate  correct  use 
of  semi-colon  and  colon 

-  Spelling 

continue  to  Improve  spelling  skills 

Composition 

Increase  composition  skills  through 
preparation  of  short  speeches  and 
itineraries 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


Miscellaneous 
Applications 


Technical 
Applications 


Medical  Applications 


Legal  Applications 


demonstrate  efficient  production  skills 
in  the  preparation  of  such  miscellaneous 
typewriting  applications  as: 

-  agenda 

-  minutes  of  meetings 

-  resumes 

-  itineraries 


demonstrate  efficient  production  skills 

in  the  preparation  of  technical  reports  and 

related  forms  and  correspondence 


demonstrate  efficient  production  skills 
in  the  preparation  of  medical  reports 
and  related  forms  and  correspondence 


demonstrate  efficient  production  skills 

in  the  preparation  of  various  legal  reports 

and  related  forms  and  correspondence 


( 
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MODULE  10:   PRODUCTION  PROJECTS  AND  REVIEW 


Status:       Elective 
Prerequisite:  Modules  1  to  8 

Purpose:   To  provide  drill  and  practise  to  expand  keyboarding  skills  and  technique  development,  as  well  as 
review  production  applications  in  a  wide  variety  of  tabulation,  report  and  letter  formats. 

Notes:    This  module  provides  opportunity  for  teacher-directed  reinforcement  of  the  techniques,  procedures, 
and  applications  necessary  to  an  effective  production  typist  within  a  business-oriented  environment. 
It  is  recommended  that  this  module  be  offered  on  equipment  with  text-editing  facility. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Production 

Applications 

Review  of  Basic 

complete  one  or  more  projects  which 

Business  Typewriting 

encompass  a  variety  of  the  following: 

Applications 

-  manuscript 

-  memoranda 

-  financial  statements 

-  business  forms 

-  letters  with  special  notations 

-  technical,  medical,  and  legal  typing 

Decision  Making 

develop  skill  in  analyzing  a  task, 
preparing  supplies  and  equipment,  setting 
priorities,  and  making  decisions  in  order 
to  produce  mailable  copy  of  a  variety 
of  production  assignments  and  from  all 
types  of  input 

Personal  Attitudes 

demonstrate  independent  work  habits, 
effective  time  management  skills,  and 
responsibility  when  responding  to 
direction  and  production  of  assigned 
material 
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MODULE  11  &  12:   PROFESSIONAL  APPLICATIONS  I  AND  II 


Status:       Elective 
Prerequisite:  Modules  1 


to  8 


Purpose:   To  permit  the  student  to  explore  a  specialized  area  of  interest  such  as  medical,  legal,  technical, 
or  petrochemical  utilizing  typewriting,  dictatyplng,  and/or  word  processing  skills. 

Notes:    Use  of  the  two,  25-hour  modules  will  depend  upon  the  materials  chosen  for  student.   The  materials 
should  be  as  realistic  as  possible  and  may  be  in  the  form  of  published  simulations  or  materials 
developed  at  the  local  level.   Ideally,  a  student  should  explore  two  areas  so  there  is  a  basis  for 
comparison.   It  Is  recommended  that  this  module  be  offered  on  equipment  with  text-editing 
facility  at  the  30  level. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Production 
Applications 

Professional 

Production 

Applications 

explore  an  interest  in  medical,  legal, 
technical  or  other  areas  of  professional 
typewriting  applications  through 
preparation  of  relevant  materials 

Integrated  Production 
Skills 

apply  and  improve  proofreading  and 
composition  skills 

Professional 
Production  Standards 

recognize  the  importance  of  professional 
standards  related  to  the  efficient 
production  of  mailable  materials 

demonstrate  efficient  production  of 
professional  typewriting  applications  in 
mailable  form 

Terminology 

become  familiar  with  terminology  of  one 
or  more  specialized  areas  of  professional 
typewriting  applications 

Work  Station 

expand  typewriting,  word  processing,  and/ 
or  dictatyplng  skills 

demonstrate  efficient  use  of  work  station, 
equipment  and  supplies 

develop  an  awareness  of  the  impact  of  the 
changing  work  environment  on  the 
productivity  of  the  office  worker 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


Decis ion-Making 


Personal  Attitudes 


demonstrate  self  direction  and  independent 
work  habits 

become  self  critical 

develop  and  use  organization  and  time 
management  skills 

appreciate  the  importance  of  setting 
priorities  and  demonstrate  skill  in 
meeting  deadlines 


demonstrate  independent  work  habits, 
maturity  and  responsibility  in  responding 
to  direction,  and  production  of  assigned 
material 

recognize  the  value  of  positive  personal 
interactions  In  promoting  efficient, 
effective  processing  of  information 

demonstrate  professional  methods  of 
dealing  with  others 


( 
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MODULE  13  &  14:   SIMULATION  I  AND  II 

Status:       Elective 
Prerequisite:  Modules  1  to  8 

Purpose:   To  permit  the  student  to  be  Involved  in  activities  which  simulate  office  work  with  an  emphasis 
on  efficient  paper  flow  and  interrelated  business  responsibilities. 

Notes:    This  module  provides  an  opportunity  to  integrate  work  study,  office  simulations  or  other 

realistic  business-related  experiences.   It  is  recommended  that  this  module  be  offered  on  equipment 
with  text-editing  facility  at  the  30  level. 


TOPIC 

LEARNING  TASKS 

TEACHING  NOTES 

The  student  will: 

Production 

Applications 

Integrated  Production 

demonstrate  efficient  organization  of 

Applications 

complex  tasks  involving  mailable  production 
of  typewritten  materials  from  a  variety  of 
source  documents 

Setting  Priorities 

appreciate  the  importance  of  setting 
individual  priorities  and  demonstrate  skill 
and  judgement  in  establishing  appropriate 
deadlines 

Office  Organization 

develop  an  understanding  of  the  inter- 
dependence of  personnel  and  related 
functions  in  an  office  environment 

Work  Flow 

develop  an  understanding  of  how  efficient 
work  flow  supports  the  preparation  of 
reports,  correspondence,  and  forms  in  an 
office  setting 

Decision  Making 

develop  the  ability  to  be  self-critical 
in  order  to  produce  quality  work 

apply  appropriate  decision-making  skills 
within  the  defined  area  of  authority 
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TOPIC 


LEARNING  TASKS 


TEACHING  NOTES 


Personal  Attitudes 


demonstrate  independent  work  habits, 
maturity,  and  responsibility  in  responding 
to  direction  when  producing  assigned 
material 

recognize  the  value  of  positive  personal 
interactions  in  promoting  efficient, 
effective  processing  of  information 

demonstrate  professional  methods  of 
dealing  with  others 


( 


( 
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LEARNING  RESOURCES 
Typewriting  Subject  Strand 


*The  prescribed  learning  resources  are: 

Lloyd,  Alan  C,  Winger,  Fred  E.,  et  al,  Gregg  Typing/Series  Seven, 
Book  1,  General  Course,  Canadian  Edition,  McGraw-Hill  Ryerson 
Limited,  Toronto,  1983. 

Lloyd,  Alan  C,  Winger,  Fred  E.,  et  al,  Gregg  Typing/Series  Seven, 
Book  2,  Advanced  Course,  McGraw-Hill  Ryerson  Limited,  Toronto,  1983 


*The  recommended  learning  resources  are: 

Lloyd,  Alan  C,  Winger,  Fred  E.,  et  al,  Learning  Guides  and  Working 
Papers  1  and  2,  for  Series  Seven,  Book  1,  McGraw-Hill  Ryerson 
Limited,  Toronto,  1983. 

Lloyd,  Alan  C,  Winger,  Fred  E.,  et  al,  Learning  Guides  and  Working 
Papers  1  and  2  for  Series  Seven,  Book  2,  McGraw-Hill  Ryerson 
Limited,   Toronto,  1983. 


*Additional  prescribed,  recommended  and  supplementary  resources  may  be 
approved  in  1983-84  school  term. 
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CORRELATION  OF  COURSE  CONTENT  WITH  LEARNING  RESOURCES 
Typewriting  Subject  Strand 


Gregg  Typing/  Gregg  Typing/ 

Module     Series  Seven  (Book  1)  Series  Seven  (Book  2) 


1 

Units 

1,  2 

2 

Units 

3,  4,  5,  6  (selected), 

7  (selected) 

3 

Units 

8,  9 

4 

Units 

12,  13 

5 

Units 

10,  11 

6 

Units 

14,  15 

and/or 

7 

Units 

16,  18,  20  (selected) 

and/or 

8 

Units 

17,  21 

and/or 

9 

Practise  Sets 

or 

10 

Units  23,  24,  Simulation 
(Supplementary) 

or 

11 
12 
13 
14 

) 
) 
) 
) 

Practise  Sets 

or 

Units  27,  31,  37 

Units  29,  33,  39 

Units  28,  32,  38 

Units  28,  32,  38 

Units  35,  43,  46 


Units  35,  36,  41, 
42,  43,  46,  47, 
48 


Note:   (1)   Support  for  teaching  topics  "Editing  Skills"  and  "Composition" 
is  available  in  the  textbooks  in  "CLINICS"  as  well  as  in  the 
supplementary  section.   The  Teacher's  Manual  soon  to  be 
published  by  Alberta  Education  will  include  additional 
assistance. 

(2)  Typewriting  10  and  20  programs  that  include  Module  Nos.  1-8 
may  find  Gregg  Typing/Series  Seven  provides  adequate  material 
for  production  applications.   It  is  recommended  that  additional 
practise  from  various  drill  books  may  assist  students  develop 
effective  keyboarding  techniques. 

(3)  Modules  9,  11,  12,  13,  14  may  be  taught  with  either 
Gregg  Typing/Series  Seven,  Book  2,  or  one  or  more  practise 
sets. 
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